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JlJm} 1956

4rs Jobn T, Campbell, “ead STAT

Dear Joins Subjeet: Standardisstion of Procedores

|has pasesd to we a copy of Addington's "Recepti
!’mitLiom' of 13 Decesber 1955, which "restates and ang:naﬁ -
heception U"mit's standard definitions for the treatment of

transcripts.”

It is very gratifying to us hers, and ! am sure to your peo:
llao:toutohthtutm:ndmmd;ruofw o4 peo:le
£xow into closer harmony. Purther growth in this direction

I!unuhdqyodiwmummmm
reviev our procedures again to see wm’:o

can do to follow wp thls FBC action. w1l let yo
know uhat we may be able to accomplish in this reepect. 18t you
¥y best regards to you and your staff.

Sincerely,

STAT

Chief, FEIS
cct Chief, London Buresn, FBIS
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FOREIGN BROADCAST INFORMATION SERVICE
AMERICAN EMBASSY
LONDON, W. 1.

2% Decermber 1955

STAT

Chied

roreign breadeast Intormation wervice
2430 & street lorthwest

sastington 25, D, C.

Uear 4lan: oubj: BbC otandard Lefinitions

anclosed are two coples ol the standard Jefinitions issued
recently by the BREC bto its monitors, woleh we rejerred to in our
tTugress sewort for aovember ivsh.

Tnils 1list represents, i think, considerable progress in the
standardization ol H:C monitoring procedures according to fBIs
standards and requirements, particularly 4) oummary - which is
noW a FEio style summary rather than a monitor's regort, wnich
olten was an impression, and 10) iote Tacing - wiiich is a step
in the right wirection toward the fBIo .sonitor's oumaary.

[here still is wmuch to be done ol ceourse--perhaps another
year ¢1 vhe patvient, painstaking, and persistent efiorbt wnich has
neen performed during the past 16 months so wisely and tactfully
by Welss and welr, kspeclally important is the fract that the
improvement has been accumplished while retaining the foodwill
and gailning an increased respect ot the LBC staff at all levels.
At the same time, the DEC stalf has aecquiresd a much better under-
standing of FUIJ operations, problems, and reguirements.

it is expected ancther meeting ol the otandardization
Committee will be held early in 1956. STAT

»incerely, .

Attach, Lnief, ondon bureau
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RECEPTION UNIT NOTES

13th December 1955

45, S TANDARD DEFINITIONS

At the request ef output departments it has become necessary tn restate
and augment Receptinn Unit's standard definiti~ns for the treatment ef
transcripts. The following standard definitions must be adhered to in

future.

1. TEX?

The fullest possible rendering of an item, except for the
emission of words or phrases because of (a) uwnintelligibility or
(») other reasrns which must be indicated hy monitors' notes.

2. TEXT EXCERPTS

Text excerpts are several textual extracts from an item
not sherter than complete sentences. Sentences omitted within any
one text excerpt must be indicated by three dots. If whole passages
are omitted, each individual text excerpt must be enclosed in gquotation
marks.

f. SINGLE EXCERPT

A single excerpt is one seli-contained complete textual
extract from an item.

4,  SUMMARY

A summary is a condensed version of an item preserving
the same tenses and persons as the original.

5. SUMMARY WITH EXCERPTS

This is a summary - as defined ahove - with complete textual
passages cf special significance enclosed in quotation marks. The
excerpts should nnhrmally consist of at least complete sentences,

6. SLUG

A slug is a headline comprehensive enough to indicate the
contents of an item. (The fuller slugging of certain Moscow items,
as previcusly defined, remains unaffected),

7. KONITOR'S REPORT

This is a report prepared from the point of view of the
listener rather than from that of the speaker. This device must
®e confined to descriptive accounts cf on the spot broadcasts of
ceremonies, parades, certain kinds of interviews and features. A
moritor's report may be in indirect speech but it should where
necessary include significant textual passages enclosed in quotation
marks.

8, MCNITOR'S NOTE
Monitor's notes serve the purpose of elucidation and are

welccmed hy output departments. They must always be based on facts
and not on personal opinion, and may inter alia -
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a. provide background information to illustrate some point
not evident from the broadcast;

b, where a broadcast has nnt been texted, indicate that the
important parts have been rendered in full, e.g.

(MN: Bulgenin - Text) or
{M¥: Reference to Baghdad pact - Text)

c. be used for making fastual remarks on treatment, audibility
of any particular bulletin and for making factual observations
on changes in the pattern of broadrasts, on delivery,
presentation and similar matters,

®. GUIDANCE ON TREATMENT

The standard definition should always be indicated, and
wherever possible be given at the beginning of the transcript.

Where more than a slug is desirable, output departments
prefer text to text excerpts where the latter would take up say
three quarters of the space occupied by the former, and similarly
a summary with excerpts to a summary.

Where there is any doubt as to whether an item is worthy
of mention at all, output departments like it to be slugged, thus
enabling them to ask for an amplification if this seems desirable.

10. NOTE TAKING
The taking of full notes while a broadeast is in progress

is essential to monitoring. The BBC note books provided should be
used for this purpose.

The above Reception Unit Note - a copy of which will be sent to each

monitor - eancels all previcus instructions on Standard Definitions.

, ;o —
(/(//\ Cd(({/[uc 4 /u,,,
4

ARA/JB (A. R. Addingten)
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